JOB AID

LEAVE WITHOUT PAY (LWOP) ACTION
SAMPLE

HR ASSISTANT

1. HR Assistant initiates LWOP action input sheet.

DHES/MATIONAL INSTITJUTES OF HEALTH

0 ? Office of
/ Human Resources

Parinars n Science

HRAIRep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields
WITS # A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

3850 spd4Teg@nih.gov Leave Without Pay (LWOF) - || 0911312004 09/13/2004 12:40:41

Administrative Code* Institute/Center Omganization Initials Proposed Effective Date*
HMAN 4 OHR 10/03/2004

HR Assistant* Forter, Sharon | IR B G Porter, Sharon = HR SPA* Porter, Sharon =
pate nitiatec:sent [ e ntiaccsent [N prioity (DL

Date Returned to 10 Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Hame Mi Last Name

Position Title Pay Plan Series Grade  Step Pay Band Pay Cluster

Grants Managerment Specialist m 1101 m m

OGN DT 1234567 89 Job Code 54321 CAN* a58358888
TK Number* 11111 Base Salary 54662 Total Salary  [EFlE

HEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.o. Career Change)

P < Hew Pay Hew Hew Hew Hew Pay Hew Pay
Hew Position Title
Plan Series Grade Step Band Cluster

— voo

ORIENTATION INFORMATION
s CSD Orientation Orientation Contact _

Onentation _ Contact Phone Number

orieataonDate | oy siaion [ 1. v, T

Fingerprints

Regired [

COMMENTS

Comments/Status




2. HR Assistant selects “Submit to Subprocess™ and clicks on Cﬂ’ to end the “Initiate
Action” process and retrieve and send the LWOP input sheet to the HR Specialist.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the LWOP action has been received in HR is sent to

the addressee(s) shown in the AO’s Email Address field of the input sheet, for
example:

™ WiTS - Receipt of Action - Leave -0l x|

JEiIe Edit Wiew Insert Format Tools Actions Help

Jﬁq)ﬂeply|@Replytu.ﬂ.H|k§Forﬂard|§ | ﬁ¢| * ||:P_~T b | &+ - W - ﬁ| () .

Fru:um[% spdFei@nib, gov Sent: Mon 9/13§2004 12:51 PM
To: spd Fe@nib, gov
Cr: spd7e@nih, gov; spd7e@nih, gov

Subject:  WiTS - Receipk of Action - Leave Mrithout Pay (L'w/CF)

-
Tour action #3550, HR AW, OHE, for Lucy Eicardo has been recewved i the Human Eesources
Office. Tou will be notified if additional information 15 needed to proceed. Tou will alse be notified
when the action has been completed.

If you'd like more information on the Workflow mformation Tracking Systems (W113), please refer to
the Office of Human Eesource's e-HE web site at: http/fehr. od b gowiwats/default him.

HR SPECIALIST

3. HR Specialist receives e-mail or WiTS pop-up window notification that a new
workitem has been received.

|# BizFlmitNutir =01 x|
@@ M ew wiarklkem hazs arrived!

Frocess iz LWOP FProcess
Activity iz HRS Reviews Action
[ritiatar iz Parter
Title iz HR Specializt
Drganizational Unit i HRC-Bethesda

| Index: 1 | Tatal: 1

B m| & % &




4. HR Specialist opens LWOP action to retrieve and complete the “LWOP” section that
has been added at the bottom of the Initiating Action input sheet.

DHHS/NATIOMAL INSTITUTEE OF HEALTH

0 Oftice of
/ Human Resources

Fartrers in Science

HRS Reviews Action

TRANSACTION INFORMATION * Required fields

WITS # A0O's Email Address® Action Type* Date 5F-52 Recv'd  Date Entered
3ama0 spd4¥e@nih.goy Leave Without Pay (LWOP) - |} 08M 32004 091352004 1240041

Administrative Code* Institute/C enter Qrganization Initials Proposed Effective Date*

HR Assistant* i ASIEINTINR Y| HR Speciaist*® Forter, Sharon = HR SPA* Porer, Sharon =
Date Initiated.Sent pae nitiatedsent [N Priority
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Hame Ml Last Name

Pasition Title Pay Plan Series Grade  Step Pay Band Pay Cluster

Position Number [REeEir=T] Job Code 54321 CAN* gaagee8s
TK Number* 11111 Base Salary a4662 Total Salary ]

NEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change)

Hew Pay Hew Hew Hew Hew Pay Hew Pay
Plan Series Grade Step Band Cluster

= — —_——

New Position Title

ORIENTATION INFORMATION

CSD Orientation

Fingerprints
Required

COMMENTS

Comments/Status

LWOP NTE Date* 01/08i2005

5. HR Specialist selects “Send to HRA” and clicks on C{!’ to forward LWOP action to
HR Assistant to process the EHRP action.

|send to HRA =] C?)
|




HR ASSISTANT

6. HR Assistant receives e-mail or WiTS pop-up notification of new workitem.

7. HR Assistant opens and reviews the WiTS LWOP action and processes the EHRP
action.

DHHS/MNATIOMAL INSTITUTES OF HEALTH

@ Office of
/ Human Resources

Fartners in Science

HRA processes EHRP Action

TRANSACTION INFORMATION * Required fields

WITS # AO's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

3850 sp47e@nih.gov Leave Without Pay (LYWOP) =l noi13r2004

Administrative Code* InstituteiC enter Organization Initials Proposed Effective Date*

HMAM 4 OHR 10/0352004

HR Assistant* FPorter, Sharon | HR. Specialist* Forter, Sharon - HR SPA* Porter, Sharon -

Date Initiates/Sent  [ERE R BEll Dae intiaedsent [N Priority
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Emplovee ID First HName M Last Hame

Position Title Pay Plan Series G rade Step Pay Band Pay Cluster

jos =] | B

Position Number Job Code CAN*
TK Numher* Base Salary Total Salary
Certificate Type

HEW POSITION INFORMATIOMN {Complete for any action where the Position Title, Series or Grade has changed, e.g. Caresr Change.)

sts < Hew Pay Hew Hew Hew Hew Pay Hew Pay
] Posit Titl
swEnsition fitle Plan Series G rade Step Band Cluster

— ey viee

ORIENTATION INFORMATION
S CSD Orientation entation Contact

O'Tmtd'"“ _ Contact Phone Humber

onentaonDate | o station [T

Fingerprints

Required | =

COMMENTS

CommentsiStatus

ER Related *

LWOP NTE Date* 01/0842005

Federal Benefits (i 4| Benefits Type

8. HR Assistant selects “Send to SPA” and clicks on C{!, to forward LWOP action to
the SPA.

|send to sPa | =l &



SPA
9. SPA receives e-mail or WiTS pop-up notification of new workitem.

10. SPA reviews pages 1 through 3 and enters the Effective Date on page 3 of the LWOP
input sheet.

On Page 1 CARLEIA SPA reviews Transaction Information and Current

Employee/ Position Information sections of the LWOP input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH ; ; }
SPA Finalizes EHRP Action

? Office of
C? / IIuman Resources

Farners in Science

TRANSACTION INFORMATION = Required fields
WITS # AO's Email Address* Action Type* Date SF-52 Recw'd  Date Entered

3850 spa7e@nih.gow Leave Yithout Pay (LWOP) ~ || 0911 3rz004

Administrative Code* Institute/Center Organization Initials Proposed Effective Date*

HR Assistant* FPorter, Sharan | HR Specialist* Porter, Sharon - HR SPA* Porter, Sharon hd
Date Initiated Sent  [LLEL R BERN Date nitiaedisent [N Priority
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee 1D First Name Mi Last Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Grants Management Specialist m 1101 m m

Position Humber [Eieebiaangsi] Job Code 54321 CAN* EEEEEEEE]
TK Humber* 11111 Base Salary 4662 Total Salary e

HEW POSITION INFORMATIOMN (Complete for any action where the Fasition Tile, Series or Grade has changed, e.g. Career Change.

New Pay Hew HNew HNew Hew Pay New Pay
Plan Series Grade Step Band Cluster

— wee

ORIENTATION INFORMATIOHN
_ Orentation Contact

R CSD Orientation
Orientation Contact Phone Number

Orientaton Date _ Duty Station _ Hire Type

New Position Title

Fingerprints
Reqguired

COMMENTS

CommentsiStatus

CLASSIFICATION
Standard OC PD Position Audited

Pos. Audit Start Date Pos. Audit Type

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Number Reqgst'd Date Jobh Code Requested

Date Position Number Rec'd Date .Job Code Received

Hew Pasition Number New Job code

RETURN TO DUTY
Return To Duty

Date




On Page 2 23 [»] __ SPA reviews to ensure that no data is entered on page 2 of the
LWOP action input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

t? UOffice of
0 / [Tuman Resources

Fartness in Science

RECRUIT AND SELECTION

Advertise Job

Ann Humber

Date Ann Opened

Date Ann Closed

Date to Select. Official
Selection Date

Date Selection Rec'd in HR

Type of Selection

Selection Type

Joh Offer Date

Joh Offer Response Date
SF-75 Info Required

Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd

NTE Date

Date Pre-Recruit Form Sent

Priority Placement

AWARDS
Award Type

Justification
Individual/Group

Group Recipients

CAREER CHANGE

— T e

Readvertise Job

DEU Cert Humber

Date DEU Cent Reqgst'd
DEU Request Humber
Date DEU Cert Issued
Date DEU to Select. Official
DEU Selection Date
Date DEU Cert Ret'd
DEU Cancellation Date
Cancellation Date

Date QH Cert Issued
EOD Date
Multidisciplinary Pos.
NIH 2028 Req. for Travel
Date of HR Auth. of 2028

Date Pre-Recruit Form Rov'd

Special Salary Rate

Award Amount
Nominating IC
Award Period Start Date

Award Period End Date

Career Change EQD

T =

RESIGNATION

Date of Resignation

Reason for
Resignation

F ederal Benefits

Type of Separation Dae to ER Office

Date Exit Survey
Info Sent



On Page 3 b SPA reviews LWOP section and enters Effective Date in
SPA Action Processing section of the LWOP input sheet.

DHHSMATIONAL INSTITUTES OF HEALTH

ce of

0}[?2 ﬁTman Resources

Amount of Increase
idolar}

Total Compensation

Above the Minimum
(ATM}

ATMApproved

3Rs

Hew Retention
Bonus
Recruitment Bonus
Amt

Relocation
Allowance Amt

Dateto HR Drector

Date Retuned From
HCC

Phy=ician Special
Pay

PSP Start Date
Executive Position
Board Cert 1

PSP Approval Date

PCA

Hew Physician Comp
Allowance

PCA Approved

CHANGE IN SCHE
Tour of Duty Old
Hours per Pay Period
Old

DateHewP osition
Humber Requested

ER Related
LWOP NTE Date

SPA PROCESSING
Effective Date*

SPA PSP Start Date
SPA PCA Start Date

SPA Comments

PAY (including ATM, 3Rs, PSP and PCA

Fartners in Sdience

Amount of Increase
(percent)

Hew Total
Compensation

Date to SPT
Date Retumed
FromSPT

ATM Step Date ATM Initiated

Date ATM Approved

Retention Bonus

Retention Bonus Amt HTE Date

Retention Bonus
Approval Date

Retention Bonus
Approved

Recrutment B onus
Approval Date

Recrnutment Bonus
Approved

Relocation Bonus
Approval Date

Relocation Bonus
Approved

Date Retumed From

HR Director Dateto HCC

Scarce Specialty Amt Geo Location Pay

PSP Stop Date Length of S ervice

Excepliomal Quals FT Status

Board Cert 2 PSP Approved

PCA Start Date PCA Stop Date

PCA Contract Length PCA Annual fumt

Mizsion Specific
Allowance

PCA Approval Date

DULE/HOURS

Tour of Duty New B encfits Affected
Hours per P ay Period

Hew

Date Hew Position HewPosition
Humber Received

_ F ederal Benefits Benefits Type
01/08r2005

1000372004

SPA PSP Stop Date

SPA PCA Stop Date

This space is for any relevant SPA remarks regarding final processing ofthis action.




11. SPA selects “Completed-Send Email Notification” and clicks on Cﬂ’ to complete
the WiTS LWOP action to move it from the Active to the Archived bizcove.

ICDmpIeted-Send Ernail Nn:ntij C‘S
]

12. Completed action sends an automatic email to the addressee(s) shown in the AO’s
Email Address field of the input sheet.

WS # AQ's Email Address*®

3840 spdTed@nih.goy

Sample email message....

™ WiTS - Action Processed - LWOP - Lucy Ricardo - M o ] B4
J File Edit “iew Insert Format Tools Actions Help

| Goreply | Eorepytoal | W@ Forward | S B2 |8 0, | ¥ (D3 X | & - w - &8 @),

Fraomn: spFe@nib. goy % Sent: Mon 9/13/2004 2:14 PM
To: spdFe@nib, gow

Cc spd7ei@nib.goyv; spd7e@nib. gov
Subject:  WITS - Action Processed - LWOP - Lucy Ricardo

[—
Tour action #3850, Leave Without Pay (LW OP), has been processed in EHEP with an effective date
of 2004/10/03 5:00:00




